PMODTS-W130.01

How to Become an Authorized Caller with the DTS T3HD

Purpose

Y ou must be an authorized caller to accessthe DTS Tier 3 Help Desk. The procedure describes
the process and steps that must be followed to become an authorized caller.

Procedure
Step Action
1 e Sitesthat have not declared 10C should refer to their DTS Site Lead before
registering.

e Sitesthat have already declared 10C and are registering under a new organization or
coming up as a Phase 3 Site please send the following information to your Service
Lead.

o SitelD
0 Loca Help Desk
0 Root Org Code

e Onceyour Service Lead receives your Site information, they will load it into Magic.

Y ou will not be able to register until your Service lead has |loaded your information.

2 | Onceyour Service Lead has loaded your information into Magic, you can register via
online. The Registration form is available by accessing the URL directly at
https:.//dtsprowebtth.defensetravel .osd.mil/hd/dtshel pdesk/newclientregistration.asp

or by selecting the Self Support Option from the Defense Travel System Public Website
at https://dtsprowebtth.defensetravel .osd.mil/hd/dtshel pdesk/.

3 | A screenshot of the Online Registration formis below. Please keep in mind that
inaccurate or incomplete information will result in processing delays or possible
termination of registration. Notifications will be sent confirming your registration.

Sign up for a Client ID Already have a Client ID?  SignIn

B lelp Desk DTS Tier 3 Self Registration Application

Inaccurate or incomplete information will result in processing delays or termination.

Click on icons (El ) nextto fields to search for your information.

DTS Tier 3 Help Desk Concept of Operations requires that DTA Training be completed prior
to registering with the Help Desk. Please provide the date your training was completed
TminngDae [

“Role youwill be contacting the Tier 3 Help Deskas | 7]

*Phone {only one required)
*First Name || ’;ummercml#l Ext
*Last Name | Tnt] Phoms #|
“EMail Address [ Fax|
+Service B sddess]
*Base | Siie ID = City |
MacalBepDesk  |H st
“DTS Ong Cae | [&El Zip [
Contact PMO Site Lead If st information i not avallable. comy[ |
PMOSteLesd] |
EMal hddeess| |

Note: An asterisk (*) indicates a required field. _Submit

Screen Shots that appear within this document are a snap shot in time, as changes are made to the system the screen shots may
become outdated. A printed version of this document is an uncontrolled copy. Please continue to check the DTS Travel Center website

for updates. 1 Asof 6 Jan 06
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4 | Training Date isthe date you received DTA Training. Click on the icon below to open
the calendar. Select the first day of your DTA Training by double clicking on the date.
The date you selected will populate in the Training Date text box.

Sign up for a Client ID Already have a Client ID?  Sign In

@R [leip Desk DTS Tier 3 Self Registration Application

Inaccurate or incomplete information will resultin processing delays or termination.

Click onicons { EI ) nextto fields to search foryour infarmation.
/7

DTS Tier 3 Help Desk Concep¥of Operations requires that DTA Training he completed priaor

to registering withthe-tetrE Please provide the date vour training was completed.
“Training Dath|3/22/05 95449 [0
—

*Role you will be contacting the Tier
I March 'l I 2005 vl d
)
*First Name I Sun Mon Tue YWed Thu Fri | Sat Fxt l:l
*Last Name I— 1 2 | /14 |5 I
53 7 g g
‘EMail Address| A
12 [14 |15 [#€ [17 [18 [19
*Semvice ﬁ
*Base § Site ID
*Local Help Desk
*DTS Org Code ]

Contact PMO Site Lead if site informati

FIO Site L.eadl

Elvlail Address |

27 (28 |29 |30 (: —

Note: An asterisk (*) indicates a required field, _Submit

5 | Roleisthetitle you will betaking to support DTS and in contacting the Tier 3 Help Desk.
Click on the icon below to open the drop down menu. A list of roles will appear. Double
click on your roleto select it. Your role will populate in the text box.

Sign up for a Client ID Already have a Client ID?  Sign In

%ﬂ;‘; Deslk DTS Tier 3 Self-Registration Application

Inaccurate or incomplete information will result in processing delays or termination.

Click on icons (El ) nest to fields to search for your infarmation.

DTS Tier 3 Help Desk Concept of Operations requires that DTA Trainir i@ BRI SR TELN T L 2
1o registering with the Help Desk. Flease provide the date your frainin

*Training Date l:l I‘A\temale
*Role you willhe contacting the Tier 3 Help Desk as %‘gﬂ‘
*Phone {onl 0 \
*First Eamel Commerclal#l_l‘FDTg
“Last Name | Inl Phore #] | Primary
*EMail Ad.d.tessl F“I_I‘LDTA

*Service ‘

+*Base | Site ID |
*Local Help Desk | State | =
*DTS Org Code | |E Zipe: |

Contact PMO Site Lead if site information iz not available. Cnu.ntryl

PMO Site Lead [
EMail fddress |

Hote: An asterisk (*) indicates a required field. _Submit

Screen Shots that appear within this document are a snap shot in time, as changes are made to the system the screen shots may
become outdated. A printed version of this document is an uncontrolled copy. Please continue to check the DTS Travel Center website
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6 | Click ontheicon below to open the Service drop down menu. Select your Service by
double clicking onit. Your Service will populate in the Service text box.
]
« DTS .
%Hmp Declc DTS Tier 3 Sel Dot
Company ID Company Name
Inaccurate or incomplete infarmation will res | AGENCY Lgency A
o AIR.FORCE Air Force
Cl|ck0n|c0ns(E|)nextt0ﬂe ARMY vy
DTS Tier 3 Help Dask Concapt of Operations require e Sl o e
to registering with the Help Desk. Please pravide the LU R >
raming D IMARINE CORPS Ilarine Corps
*Role youwill be contacting the Tier ¥ Help Desk as [ HATY Havy
. MGME Horthrop Grararnan Wissign 5
*First Name | (OTHER Otther )
*Last Name |
*EMail Address |
*Senl'ise| |E Addressl
*Base | Site ID | City |
*Local Help Desk | State [
*DTS Org Code | el

Contact PMO Site Lead if sits information iz not available.

Country I

PMO Site Lead |

Elvlail A ddress |

Mote: An asterisk (*) indicates a required field.  Submit |

icon below to open the Base/Site ID drop

Sign up for a Client ID

Base/Site ID isthe name of the Military Base or installation you reside on. Click on the

down menu.

Already have a Client ID?  Sign In

R e

Sp Declc DTS Tier 3 Self-Registration Application

el
Inaccurate or incomplete information will result in

Click on icons (EI ) nexttofields to

DTS Tier 3 Help Desk Concept of Operations requires that |
to registering with the Help Desk. Please provide the date

“TraimingDate [

*Role you will he contacting the Tier 3 Help Deslk as

*First Name |

*Last Name I

*EMail Address |

*Service |

*Bage | Site ID |
*Local Help Desk |
*DTS Org Code |

Contact PMO Site Lead if site information is not available.

Arninn dalauwe artoreninating

Select a Site ID - Microsoft Inteet Explorer

(.

Sorted By:Bage / Site ID Search

e [ Site ID

ITH WING
266 FINANCE
266 TH FINCCI
99TH RRC
AATEZET
ABERDEEN
ABSENT SITEID
ACC
ACOTECHLOG
AETC

Double click on a Column 1

PMO Site Lead |

LU SRR T

Screen Shots that appear within this document are a snap shot in time, as changes are made to the system the screen shots may
become outdated. A printed version of this document is an uncontrolled copy. Please continue to check the DTS Travel Center website
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Y ou can select your Base/Site from drop down menu by searching or scrolling. To
search, enter your Base/Site ID in the Search text box. Next, click on the Search button.
To scroll, click on the [PREVIONS and Next Blll@Hs. \When you have located your Base/Site
ID, doubleclick onit to select it. Your Base/Site ID will populate in the Base/Site ID text
box.

* |f you cannot locate your Base/Site ID please contact your Service Lead.

3 Select a Site ID - Miciosoft Intemet Explorer

Sorted By:Base / Site ID ] Page 10f33 (329 records)
Go Yo Page:

Drouble click on a Colurni| Title b sort

Base | Site ID
11TH WING

266 FINANCE
266TH FINCORM
99TH RRC
LATEZZT
LBERDEEN
LBIENT SITEID
BOC
LCOTECHLOG
LETC

8 | Local Help Desk isthe name of the organization or tenant organization, where the Tier 2
Help Desk resides. Thisisto identify sites that may have multiple Tenants and therefore
multiple Tier 2 Help Desks. Sitesthat have 1 Tier 2 Help Desk that supports the entire
site, your Local Help Desk will be the same as your Site ID.

Sign up for a Client ID Already have a Client ID?  Sign In

DTS -
= 3 a 3 Departments - Microsoft Intermet Explorer
%;Help Desle DTS Tier 3 Self.
Sorted By:Department |D
Inaccurate ot incamplete information will resu
click on icans ¢ [ = €3] [E5]) nextto fiele 5
) ) - D Depariment Name
DTS Tier 3 Help Desk Concept of Operations requires 0TH ME CID - FT. BRACE
to registeting with the Help Desk, PI ide th :
DI’E!Q!IS.Er'IngWI e Help Les ase praviae the 1 11thWi.ng-Bo]]jngAFB
*TrainingDate| | 12tk AWM at Ft. Bebvoir
*Role youwill be contacting the Tier 3 Help Deskas | SO
266 Finance
*First Name | t 26th FINCOM Germany
*Last Name | 30TH 30tk Comptroller Squadzon
COMPTROLLE
+ENMail Address |
347 347 COMPTROLLER 50
*Service | |El |comprROLLER
*Base / Site ID | B |sTHsFe 5th SFG
701 FT. BELVOIE.  Ft. Belvoir
*Local Help Desk | |E]
*DTS Org Code | = i ]
Cortact PMO Site Lead if ste information is not available. Cou.ntryl
PMO Site Lead |
Ellail Address |

Screen Shots that appear within this document are a snap shot in time, as changes are made to the system the screen shots may
become outdated. A printed version of this document is an uncontrolled copy. Please continue to check the DTS Travel Center website

for updates. 4 Asof 6 Jan 06
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Select your Local Help Desk from drop down menu by searching or scrolling. To search,
enter your Local Help Desk in the Search text box. Next, click on the Search button. To
scroll click on the Previous and Next buttons. When you have located your Local Help
Desk, doubleclick on it to select it. Your Local Help Desk will populate in the Local
Help Desk text box.

* |f you cannot locate your Local Help Desk please contact your Service Lead.

1
f <3 Departments - Microsoft Internet Explorer =

)| Sorted By:Department 1D _ Page 10f42 (418 records)
Go To Page:
] Double click on a Colury Title to sort
Department ID Depariment Name FPhone Fa Location
L0TH WP CID 10TH MP CID - FT. BEAGG 3 - -
11TH WING 11th Wing - Bolling AFB ) - -
[ 12TH &¥N (MDW)  12th AVH at Ft. Belvoir - -
‘| 160TH S04 160th S0OAR
+| 266 Finance 266 Finance
|266THRINCOM 26tk FINCOM Gerroany g = -
||30TH 30th Coregptroller Syuadeon - |
|COMPTROLLE
347 347 COMPTROLLER 50 - o -
| COMPTROLLER.
STH 5FG 5th3FG
701 FT. BELVOIR.  Ft. Beboir ) - -

Org Code isyour DTS Organizational Naming Sequence. We will only need your DTS
Root Organizational Name sequence. Click on the icon below to open the Root Org Code
drop down menu. Select your Root Org by double clicking onit. Your Root Org will
populate in the Service text box.

Sign up for a Clent ID Already have a Client ID?  Siezn In
; Select From Organization - Microsoft Internet Explorer

DTS

=

%Hﬂp o DT
Inaccurate orincomplete in

Double click on a Colu
Click an icons ( EI E ¢
DTS Tier 3 Help Desk C tof O SENT ORG CODE
.|er : ep. esk Coneeptof U ool
to registering with the Help Desk. D&
“Training Date D 06 REP
*Role you will be contacting the DA -GRI
Da00e21
-
First Name D008 4SFIMAEC
*Last Mame DAl
“ENfail Address DA012F0
A DADITCPIA
+Service
*Base | Site ID
*Local Help Desk = T
7

*DTS Org Code |/ |E Zip: |

Contact PMO Site Lead if site information is not availakle. Cou.ntry|

PO Site Lead |

Ellail Address |

Screen Shots that appear within this document are a snap shot in time, as changes are made to the system the screen shots may
become outdated. A printed version of this document is an uncontrolled copy. Please continue to check the DTS Travel Center website
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Y ou can select your Root Org Code from drop down menu by searching or scrolling. To
search, enter your Root Org Code in the Search text box. Next, click on the Search
button. To scroll click on the Previous and Next buttons. When you have located your
Root Org Code, double click oniit to select it. Y our Root Org Code will populate in the
Local Help Desk text box.

* |f you cannot locate your Local Help Desk please contact your Service Lead.

4} Select From Organization - Microsoft Internet Explorer = |

Sorted By:Code _; Page 10f84 [838 records)
Go To Page:

Double click on a Column T\a to sort \ \

Code
LBSENT ORG CODE
CTO JAPAN

D&

D& 06 BEP

D& -6RI

DL00A21
DAODEASFIMAEC
D01

D&OIZFO
DAOITCPIA

10

Please make sure you enter your First Name, Last Name, Email Address, Commercial
Phone Number or International Phone Number, Fax Number, Address, and PMO site
Lead s Name and Email address accurately. Once you have completed the DTS Tier 3

Help Desk Registration, click the [Subrit | 1y tton. Y ou must completeal (*) required text
fields to submit your registration.

Screen Shots that appear within this document are a snap shot in time, as changes are made to the system the screen shots may
become outdated. A printed version of this document is an uncontrolled copy. Please continue to check the DTS Travel Center website
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